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Installing OneDrive
1. Open your Applications folder and double-click on the Self Service app.

Self Service

2. Login to Self Service with your MIDAS username and password.

Old Dominion University
Self Service

psemame
Password

[ Remember Me

3. Look for Microsoft OneDrive and click on the Install button. The
installation will take a couple of minutes to complete.
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UNIVERSITY 4. Onceit'sinstalled, open the Applications folder again and double-click
OneDrive.

‘&

OneDrive

5. Type in your email address and click Sign In.

Set up OneDrive

B your Tl in DneDrive 15 G8 tham o sy device.

6. Click on Work or school.

Microsaft OreDrive

Set up OneDrive

Put your files in OneDrive to get them from any device.

This email address is used for both OreDrive and OneDrive for
Business. Which would you like 16 sign in to first?

Parsonal Work of school

7. Type in your email address and MIDAS password and click Sign In.
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UNIVERSITY 8. Use the default location for OneDrive and click on the Next button. Select
which files or folders you want to sync between the computer and the
cloud.

Sync Files from Your OneDrive

Choose what you want to download to your "OneDrive - Old Dominion University® folder.
You can get to these items even when you're offline.

__ Sync all files and folders in OneDrive - Old Dominion University
©Or sync only these folders:

9. Click on Open my OneDrive - Old Dominion University folder to com-
plete the OneDrive setup and view any files or folders that you told it to
sync. You can also start dragging any files and folders to OneDrive. (Note:
You can also view your files at office365.0du.edu.)

Your OneDrive Is Ready for You

Wie'll download your them in sync. i To add files to OneDrive,
just hem to your i Oid Dominion University” folder in Finder.
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https://office365.odu.edu
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EE Storing and accessing data on OneDrive

1. Open the OneDrive folder on your computer from the OneDrive icon in
the upper right corner of the desktop (near the clock) or from the Finder
under Favorites.

®-®@® Y]

ayes

Favorites
pﬂg Applications
Tl Desktop
B Documents
7, OneDrive - Old Dominion University

2. Drag your data into the OneDrive folder to sync it. You'll see blue arrows
going in a circle while the data is syncing, and a green check when the data
is done syncing.

Documents Documents
Backup Backup

Important: Before moving any data to OneDrive, please review the
Regulated Data Storage Matrix to see what types of data can be stored
there (itsapps.odu.edu/storage _options).

Public Data Confidential Data Restricted Data

Data Types Public Data » FERPA > Confidential PCI-DSS » HIPAA » Pl GLBA »
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https://itsapps.odu.edu/storage_options/
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UNIVERSITY 3. To sync additional files or folders from OneDrive to your local device, click

on the OneDrive icon near the clock and click More. Then click Preferences.
@& Q # <O L& Tuelan8 9:50AM M| | & Q # <> L[J & Tuelan8 9:50AM M

#& OneDrive is up t

Z& OneDrive is up to date
Old Dominion Univ

Old Dominion University

You're all set \/ You're all set
All files are in sync All files are in sync

Open OneDrive - Old Dominion University Folder
Preferences

View online

Pause Syncing v
Manage Storage

Send Feedback

Quit OneDrive
| ® o O @
Open Folder View Online More Open Folder View Online More

4. Click on Account, then Choose Folders. Place a check next to the data that
you want to sync. Depending on the amount of data that you selected, it
may take a few minutes to hours for the syncing to complete.

[ NoNC] Account
o] @ 1a
Preferences Network Office About
OneDrive — Old Dominion University edu)
15 MB of 5,120 GB cloud storage used | Add an Account |

Manage Storage  Unlink this Mac

1 Lacation is Syncing

OneDrive - Old Dominion University
288 KB used on this Mac Choose Folders ~ Stop Sync

5. You can also access OneDrive online:
a. Go to office365.o0du.edu.
b. Click on the OneDrive icon under Apps.

Apps Install Office
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Class Sway
Notebook
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http://office365.odu.edu
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S Sharing files with OneDrive
1. Right click on a file in your OneDrive folder, and click Share.
Zlest Open o
Open With >

Move to Trash

& View online
CZ Choose OneDrive folders to sync

Get Info

2. Choose who you'd like to share with. Type the person’s MIDAS ID or email
address on the blue line, add a message if you want, and click Send. You
could also create a link to share or send out through Outlook.

@ Share "ZTest Document.docx”
i ‘Who would you like this link to work for? Learn more
Send Link .
ZTest Document.doc Anyone with the link @
People in Old Dominion ~
@ People in Old Dominion University with 5 University with the link
this link can edit.
People with existing access
Specific people
Enter a name or email address
Other settings
Add a message (optional) E Allow editing
Copy Link

« Each user has a total of 5TB of online storage with OneDrive.

Individual files cannot exceed 15GB.

OneDrive can restore deleted files (more information).

« OneDrive Help and Knowledge Center
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https://support.office.com/en-us/article/restore-deleted-files-or-folders-in-onedrive-949ada80-0026-4db3-a953-c99083e6a84f
https://support.office.com/en-us/onedrive

